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This NUT checklist is part of an NUT toolkit for NUT members and NUT
representatives on pay progression.
It is intended to help you prepare for hearings in relation to pay decisions, whether
they are meetings at which the decision is due to be taken or meetings of an appeals
committee after a decision has been taken to deny pay progression.
Read it in conjunction with the rest of the NUT toolkit, which includes guidance
documents on the rules of the new pay progression system, on pursuing appeals and
on assessing and challenging school policies on pay progression; and NUT model
letters to help you assemble your evidence.
The full NUT toolkit can be found here, while the 2014 School Teachers’ Pay &
Conditions Document and the DfE’s advice document to schools on pay policy issues
can be found here (the full weblinks can be found at the end of this briefing).

CHECKLIST FOR PREPARATION
For NUT reps and NUT members:


Establish and note the essential facts. Ensure as far as possible that you know
everything you need to be aware of and have all the relevant information and paperwork.
Check the facts to be sure.



Find out if other NUT members are experiencing similar things – ask at a meeting,
conduct a survey or ask informally.



Write everything down. Keep clear written notes of all conversations and copies of all
correspondence.



Know your policies and key documentation.
sections.



Check that NUT membership is up-to-date - if it isn’t, this will need to be rectified before
any advice or representation is provided.

Copy, annotate and highlight relevant

For NUT reps:


Check to see whether other members of the NUT are involved in the situation.



Ensure that the member is involved in decisions; discuss your plans in advance; and
respect confidentiality.



Don’t worry about telling the member that you don’t know the answer. Seek support
when you need to.



Publicise successes to build your members’ strength and confidence.
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CHECKLIST FOR MEETINGS
Preparing your case


Arrange a pre-meeting. Make sure that you have clarified your position and views and
the facts of the case as you will need to represent them to management / governors.
Decide on your key arguments, tactics and any signals that you may use between you,
such as the need to request an adjournment.



Consider likely arguments from the other side and prepare counter-arguments and
answers to difficult issues. You can never be certain what they will say but it can be
useful to anticipate their approach.



Know the policies and key documentation - it may help you to feel confident and look
well-prepared if you take paperwork into the meeting with key sections or quotes
highlighted.

Meeting with management / governors


If you find that the room has been laid out in a way that disadvantages you, suggest that
it is changed.

Never disagree in front of management.


Steer discussion to your strongest points. Object if you get evasive answers and ask for
facts if vague statements are made.



Use brief adjournments, when needed, to regroup or consider new information. If a
longer adjournment is necessary, ask for one - and agree the new time and date before
you leave.



Ensure there is an agreed, written record of the outcome.

Reporting back


If you have been successful, consider making sure that members and non-members
know what has been achieved and use this to build your members’ strength and
confidence.

WEBLINKS
The full NUT toolkit can be found at:
www.teachers.org.uk/payandconditions/paytoolkit
The 2014 School Teachers’ Pay & Conditions Document can be found at:
https://www.gov.uk/government/publications/school-teachers-pay-and-conditions-2014
The DfE’s advice to schools on pay progression issues can be found at:
https://www.gov.uk/government/publications/reviewing-and-revising-school-teachers-pay
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